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ealth Services

Welcome

Hello, and welcome to our dlass, View
Authorization List.

L ] L
At the completion of this course, you
uthorization LIS Wil have aarmed how 3 view s
understand your Authorization List
for billing.

This tutorial will take approximately
10 minutes to complete.

CLICK TO BEGIN
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List Page Basics

1. From the Provider Portal =

7 Provider Portal

a. Check that you are in the
EXT Provider Social Service

profile
Online Services
2. Click on Social Service View —
Authorization List View Payment
Provider
Provider Inquiry

Admin
Change Password
Maintain Users

Social Service Claim Inquiry

Social Service Billing Screen
Social Service Batch Upload

Social Service Create Claims
Social Service Manage Batc
Social Service View Authoris

Path: Provider Partal

ProviderOne ID: INANFFNEE

Manage Provider Information

Social Service Autharizations and Billing

Social Service Claim Adjustment /Void

Social Service Batch File Status

Social Service Resubmit Denied /Void
Social Service Retrieve Saved Claims
Social Service Manage Template
from Saved Templates

Welcome _ .., ... Youhave logged in with EXT

Provider Sacial Sarvieas Profile N —-Select—

Welcome!
The Department of Social and Health Services (DSHS) is an

Hide/Max

Hide/Max | agency that helps people. We do this in partnerships with
families, community groups, religious organizations, private
providers, other government agencies, and the many thousands

Hide/Max  of generous foster parents, neighbors, and citizens who make
Washington a special place by taking care of each other,

Hide/Max

The mission of DSHS is to improve the quality of life for
individuals and families in need.

Hide/Max | Manage Alerts

My Reminders

Filter By:

Read Status: w0

| = | Alert Type Alert rMessage Alert Date Due Date Read
- - Mo Records Found! .
Social Service Authorizations and Billing Hide/Max

Social Service Claim Inquiry

Social Service Claim Adjustment/Void

Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status

Social Service Resubmit Denied /Void

Social Service Retrieve Saved Claims

Social Service Manage Template

Social Service Create Claims from Saved Templates

2 Click on —>»

Social Service Manage Batch Submission

Social Service View Authorization List
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v B List Page Basics Pravider&ne

3. Provider Authorization 3 Prowder Authorization List Page

List Page appears

Welcome You have logged in with EXT )
Provider Social Services Profile. Links:

~-Select- v

Path: Provider Portal/ Authorization List Page
The default view shows:

e Only the active
authorizations for the P ——

current month. L - - - = .
. To viev_v your active bt 60| s | G | Po,v;d | oS (st A, st o 9 o | .:;';,'7;"“,} o, e e irag =

authorizations for other E_

months (IE the month you

are billing for) use the

same search process

outlined on pg. 13).

Monthly

Group home ‘ : N o Wo -
SAT22 services 07022014 10052014|4.01 | 1 Day | Recurring $0.00 06/22/2014 | Approved Error

Adult { Monthty, [
companioncare o07042014| 07222001 |1 |Day |ponil| 1000 0612212014 | Approved | Error
per diem | 1
! ! - !
Personal care 14 |m |
e atoprpais osoazo1a(osnazorafer (2|10 IDOY | 4000 ovOI2014 | Approved| Eror - _
Pe L6a Micaid care | - |

s esin lov 1 state | 07/012014| 073122014100 (1 |Day ™ | s0.00 061222014 | Approved| Error h

seor per diem B fecurring ‘
::’:’:’,';:; 02012014| 1231200411 |1 |V -::::cﬂ.:?::ng 40.00 010772014 | Approved| ' B - P
! ! ! ! !
. N P T1005 ::;“"(': S 07/032014| 07/03/2014| 4.96 | 1 :":ulz:::’c"l""'::nu $0.00 DGv‘I?QONiAwlwud i - b
T | — — Tises. |Reselecare 0710172014| 0710272014 | 496 o :':m;:::z:nu $0.00 0612272014 | Approved| " > - _
- o~

S

Rangita care 07/0412014| 07/04/2014 | 4.96 | 10
service 15 min

lulhmlullon U’ ‘Sullh Cliont ID Client | Provider |Service  Service [, .. | Modifier The default view
v 2]l e g Il sl [ copl B30 v o shows10 authorizations
per page.

| Group home
— | E— !— SAT22 | o e

Case
Case

Rate Unit | Billing Cliemt Last |Business| Error Manage

Su: e." En: l?:“ Ay li"‘: Type| Type |Responsibility| Updated | Status | Status| M;:mr Phone
Aav| av av avw AY |av oms

Mon thiy No

07022014 | 10052014 | 4.09 | 1 Day Recurring $0.00 06/2272014 | Approved |
|

View Authorization List (Feb 9, 2015) 30of25



ﬁﬁ'“ﬁw List Page Basics Provider&ne

Provider Authorization List

. 4 My
b b
4' ScrO” down to view more e Welcome | You have logged in with EXT -
I. Provider Social Services Profile. ) ~Salac- =
|n eS Path: Provider Portal/ Authorization List Page
5. The viewing page
COﬂtFOlS appears at the r— NN —-_ r arnsan| wnsansdfeer[s [our ::g;:gwgo ——  ——
—-_ e [ orouzova|orzzzonaft |1 owy [Norow | [os222014| oproved| eror | [ o)
bottom of the screen - —— s i A §
—-— s [ v arovaorearsvaore 10 ep—— W
6 To find the total number - _-_ nzm‘nu'u:nnu " |1 ;nsnnu.npp-mwv'[‘fm F —
) . . . . 2 (1 _-_ 071042014 | 07042014496 10 |14 | 0612222014  approvea = _ M * 4 ScrOI/
of pages in the list, click — e
e — oronzons armazona]ase |10 |4 ‘ e—m— W
on Page Count - g - e et o I = e
_— _-- 0012013 12312014100 (1 | eac[he0 }o (08222014 | pprovea| o [ -
7. The number of pages o vttt 2 o pememt | _smatens |

appear

° 8a Click on 6 Click on
8. To show the next page |J . L
Wizl

a. Click on next, Viewing Page 1 Next>> |2 Go| Pagecount | SaveTos |

or 8b Enter j j \

b. Enter the page number 8c Click on Go| PageCount=2  SaveToXLS
and

c. Click on Go 4

View Authorization List (Feb 9, 2015) 4 of 25



List Page Basics

Provider@ne

9. To export the list as an Excel

file, click on SaveToXLS

|1~f|ewmg Fage 1 Mexi== ]2

Go| Page Count

SaveTaXLs

Note: The screen prompts to save the Excel document will
differ depending on your computer programs. However, the
resulting file will look the same.

10. The Excel file contains
all the information, plus
a bit more than the List
Page

Note:

« You can copy data from
the file and paste into a
ProviderOne billing
page or search fields,
improving accuracy and
reducing the potential
for typing errors.

« Create a new Excel file
prior to providing the
service, authorizations

10 Excel File of Provider Authorization List

9 Click on

Xl o - < S —
File ome Insert Page Layout Formulas Data Reviey iev
& Cut Calibri 11 AN == =K Wrap Text
=3 Copy
v - M A EEE FIFE i Merge & Center -
J Format Painte B I ket - A s 2 £ iE | EMerg -
u34 - fe
A B C D E F G H |
Authoriza Line # Suffix# ClientID Client Nar Provider IC Service Cc Service D¢ Modifier
Supportec
Group hor
Adult com
Personal ¢

"Personal (U1
Personal ¢
Respite cz
Respite ¢z
Respite cz
Respite cz
Payment;
Communi
Home mo UA
Home mo UA
"Communi”
Home mo UA
Home mo UA
Home mo UA
Home mo UA
"Ther beha”

ShowAttachmentServlet.xls.bd = Microsoft Excel

Home mo UA
Non-med

L S S o o e S S

can change.

General

Modifier [ Start Date End Date Rate
06/01/201 07/02/201 1500
07/02/201 10/05/201 4.01
07/04/20107/22/201 1
05/04/201 09/04/201 11
"M/caid ca07/01/201 07/31/201100
02/01/201 12/31/201 11
07/04/201 07/04/201 4.96
07/03/201 07/03/201 4.96
07/01/201 07/02/201 4.96
07/01/201 07/01/201 4.96
01/01/201 12/31/201 100
01/01/201 12/31/201 1000
M/caid cai01/01/201 12/31/201 1000
M/caid cal06/01/201 12/31/201 100
£ 01/01/201 12/31/201 100
M/caid cai01/01/201 12/31/201 1000
M/caid ca01/01/201 12/31/201 1000
M/caid car01/01/201 12/31/201 100
M/caid cai01/01/201 12/31/201 100
1 01/01/201 12/31/201 20
M/caid cai07/01/201 07/10/201 550
03/11/201 12/31/299 616

i

Unit Type Billing Tyg Client Res Last Upda® Business $Eri

Bl
F Cell Insert Delete Format
Styles ~ v v v
N (o] P

Units
1 Monthly Monthly RO
1 Day Monthly FO
1 Day Monthly FO
" "1/a Hour Monthly RO
1 Day Monthly FO
1 1/4 Hour Monthly RO
10 1/4 Hour Monthly RO
10 1/4 Hour Monthly RO
10 1/4 Hour Monthly RO
10 1/4 Hour Monthly RO
1 Each Span Multo
1 Each Span Multo
1 Each Span Singl0
1 Each Span Singl0
1 Each  'SpanMulto
1 Each Span Singl0
1 Each Span Singl0
1 Each Span Singl0
1 Each Span Singl0
1 "1/a Hour "Monthly RO
1 Each Span Singl/0
10000 Span Mult0

Q R S

07/02/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Eri
06/22/201 Approved Er
06/22/201 Approved Er
06/22/201 Approved Nc¢
06/22/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Nc¢
06/22/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Eri
06/22/201 Approved Eri
06/22/201 Approved N¢
06/22/201 Approved Eri
06/22/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Nc¢
06/22/201 Approved Nc¢
06/22/201 Approved N¢
'07/02/201 Reviewing N¢
06/22/201 Approved Erl
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5 of 25



Tt Billing Importance Provider'ne

To submit a claim in ProviderOne, the following authorization 1 Provider Authorization List Page
data is required: =

‘Welcome i . You have logged in with EXT = =
Provider Social Services Profile. Links: [ B

1. From the Provider Authorization List Page

2c 2b 2a 2d 2e

Line
Authorization Suffix Client | Provider | Service Service
B : & C":"" 1D Name 1D Code Description "‘:d':'"
AV v | 4 v AY AY AY AY
s | I Group home Fac
semvices
aN A N
Adult
a\ compenioncare |
‘ per diem

Billing Instructions

Bas ¢ Claim Information
Pro ider Billing | Subscriber | Claim | Service
RPVIDER INFORMATION
BILLING PROVIDER
* Provider ID;

UBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT |—_—2-
* Client ID:

CLAIM INFORMATION

Submitter ID:

2. The following fields
are required for billing:
a. Provider ID
Client ID + uthorzaton umber: | I
Authorization # BASIC LINE INFORMATION
Service Code e
Modifier (if applicable) ===

mm dd ceyy
i # Saryice Date Ta: l_l_’_
Modifiers: 1: | z x 4 * Units: I—

* Service Date From:

® 00T

* Service Code:

Patient Account No: |

Add Service Line Ttem | Update Service Line Item |

View Authorization List (Feb 9, 2015) 6 of 25



Tt Billing Importance Provider'ne

Another important field is the Unit Type field. The Unit Type will influence how you can bill. See pages 23 & 24.

Pro

3. Unit Type

vider Authorization List Page

m
Inbox

Welcomea You have logged in with EXT

£ ) vl —Select- -
Provider Social Services Profile. Links:
Path: Provider Portalf Authorization List Page
Provider Authorization List
Filmes By : Anad And
]
Lina s e
ugthacal rathon G = Cliant | Peowider | Serdce Sareice Maodilier Hats Unit | Billing [F R Managar
L : L] LII:-:I} Mama [ 1] Code Description “‘:mll" s riposon SI:I:! l:m L": I'im 'S li"“: Type| Type | Updsied | Stadus) Mansgor Phone
v y |47 av av avw avw . ar| av | Vst avw av :"" Feumber
. ¥
., | oo mame Husthiy L
I (5 |+ |} ! prrvas PRI 100514 |40 |1 0¥ | Bpcurring Ay D607 | Apper | ]
i Huamiy
I (: | ] - FT e Ip:‘:il::m e oFmai| BnaEmta |1 1 09 | pprumng o1 | ozanaona | appeovelll i |
Parsoasl cam - 14 Muoathly i
e Ll | T | er e DTN OO T |2 |y | Rncummgl OO | ] | ouciie | —
[T — .
Parsonal caie bl Bty .
N 0 ' . - I T | oo portem. |V el Ll e L L L o 8 D2 .
Pammal care r 1 | Moaihily ( S o
I : © - i i L EUTEER T T EU I ol s ay LT el 1 | ]
] o st LT 1 | Mosthly
| — - I ' | seevice 15 e OTRAGTS| STOATHA | A8 1 || cummg & |saamm, ovelll [
P Care | Mosthly 14
N (¢ |1 | 3 - TS | e s i ormageial shaxamalase 10 | LS . DGO | Appecrel | ]
Forsphe cars I | Moathly
N - [ | - Ty | P — ormriooia| ennzzte|ane 10 (L5 DR ] | oszzffing | approell ' | B
‘ f

Note: The Unit Type is important for billing. You can

only use a date range for billing if:
« Unit Type is Daily or Monthly

« All services were provided consecutive (in a row) Wowr |
« All services were provided within the same calendar o

month.

3»'0

L

14
ewr

14

o
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Billing Importance

Another important field is the Error Status field.

4. An “Error” message indicates

Welcome

Provider Authorization List Page

You have logged in with EXT

that there is an issue with this Provider Sockl Services Prone. L B -
Path: Provider Portalf Authorization List Page
authorization. ———————
Fimer By finad dind
G
Augthucai patinn “;" Sl L | Clent | Peovider |Sarvice|  Serica || Modier (oo L et i | Billing Lawt | esiney ”E::. M:;;;u
l“ i I' av Nlr:l l.llII l:o-d'. l:\u(llrlnn & ." lhlcﬂ:u-m arv aw - ‘"' 1|n: 1“: Lblu'ﬂl ‘S-I.'I.rl MI Fhone
- w | & - & - - - £ - - an M.blr
L3
1 1 1 T T Error 1 i
I (; | | ] ! RATIZ "":"'L':':"" OFRRR0N) 10053014401 (1 | Dey ::I'.:':" S GZ004 | Approe) [ ]
} tatus
Adult
I i | | 3 - %5403 | companmacars oP i BRI 1 Day ::IIIT;" & VWV Beooia| spmonll e |
P disim
e — e L e — —
I:l .1 | - TH0 .""'""‘""" ] -ECTHrL".wt-I :lnu.:rn 014100 |1 -Dn oy " a2 ?01-l : ﬂ’-' |
| | | - ] ser pes diem ooy pa recurme | £ rrof
- } | } | ]
|| E | ] - THEne ::';:'1;::: oz 2ovdfn 1 (M ::::‘_'w L el 1 | ]
' (. - T bcrork L EUTEETE T PEL U el :‘:;’I‘r':‘u Error el ]
N ¢ | [ - TH0a8 ;M":“:::':“ OPRAR| STOwIN4 | 498 |18 :ut" :::‘r'[‘p 7220 | Apperred | ]
N s [+ | - Tiogs |Rutoecam omwizone| eTozzoa[ass 10 Ve Bes wizffia | approwlll 1 | | B
Error '

Note: If an authorization is “in Error”, you must check to
see if the error is in effect prior to performing the service.
Follow the steps in “View Error” (pg. 12) to determine if
the error status effects the time period you would like to

provide the service.

Error

No
Error

4

No
Error

No
Error

No
Error

View Authorization List (Feb 9, 2015)
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List Page Search

From the Provider
Authorization List Page

Click on [~ ]filter by drop
down

Select filter type (IE: Client
Name)

Enter filter data (IE Last
and first name)

Click on Go

This section shows you how to search the Authorization List Page

1 Provider Authorization List Page

Provlder duthorization List
es By : Client ID

2 Click

f Waters

e "
. i1
2 0 0 2 10gged )
-5elect- -
2 ‘ﬁ Path: Provider Portal/ Authorization List Page
Provider Autharization List
ity By And And
Go
ane |
Lifis Cosn |
Husifecn | ravibon Suffin - Cllent | Provider | Servdce Sersice Mo ifier Hata Unii | Billing Elient Lasi | Business Ermor Manager|
[} ¢Ty | Clet® | yamg | W | Code | Description R0 s Start Dase| End Dute | "o /UMY yype| Type |Responsibiliy| Updated | Statun | Simus  MA2S95 | pypng |
av w |[&Y av a°v T .- ar A¥| arvT a“v Y . av aw Wb |
av |
. | ereap heme . Huathly Mo
- g | . ‘_'”" serviEs OFRQINE 0ETNA 140 11 |0 | perurring IO | Rppred | gy . I
Adult Huaihky
1 |EEEE I n.z 5134 ;:-::;“-mx L e LT e ] L L L ot 8 DETII014 | Apguoreed | Trror . ]
- PO — 1 2 r 14 | Mosthily -
I | __ 2 LT i ostazmafsanaznia (v (2 |14 (DoAY pam12354 | Approved | Exrar . ]
I (2 |1 F wzg |Perses o iyl (SRS WS, T R A B DETII0 | Appred | Ermor | | ]
_ - #E7 pEd A asl Recuring
0 Parsomas car " 14| Moy o W
|z |1 ‘_\;- 2 L LI Pl i 2L TEER T T CT C T ool [ TR | Apped | o . ]
Fanpia Cars . 14 | Moty He
I | [ i L =i/ OFRAROE| ST | 486 | 19 . o | T2 | Apprend - | ]
— —_—
f i ) Aad -

G

Authorization #

Billing Type
Business Status
Client ID

Client Name
Client Responsibility
Ermor Status

Last Updated

Line #

Modifier
Processing Status
Prowder ID
Semice Code
Star/End Date
Suffix #

Unit Type

'\5 Click on

+«— 3 Select

View Authorization List (Feb 9, 2015)
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List Page Search

6. Filtered list appears

Results show authorizations for
Bill Waters.

7.

6 Filtered List

Provider Authorization List:
iter By : Chent Name - NS ] And And
Go
Li ‘
Authorization| “'""® | Suffix Client [ Provider |Service Service Modifier Rate Unit | Billing Client Last | Business| Error
v 4 B Client 10 Name 0 Code | Description uo"m"f()mrlpﬂon‘su" Dete| End Date AY Units Type| Type |Responsibilityl Updated & Status
. A AY AY | AY AN |
AY AY AY ' Y ‘ AY AY AY AY
! 4
Group home Monthl -
SAT22 serv:es 07/01/2014 | 07/31/2014 [4.01 |1 Day ‘Recul:an $0.00 06/222014 | Approved
Adult ‘ No
§5136 | companioncare 07/01/2014 1 07/31/2014 |1 1 Day :;Commy 30.00 06/22/2014 | Approved | Error
ecurring
per diem
! , 1
Personal care N R 1/4 | Monthly 0.00 1014 No
11019 Qziron1s lozngooig (11 (1 Hour |Recurring $ 01/07/2014 | Approved | o
‘
~ Authorization| “™® Suffix Client
’ Client 1D
v a i AV Name
AV AY -y
v
+ . + |
(s | — -
el A el
e

View Authorization List (Feb 9, 2015)
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?ﬁ“ﬁm List Page Search Provider&ne

To return the list page to the default list:
8. Click on [~ [filter by drop down
9. Select blank filter

10. Clear filter data

11. Click on Go

6 Filtered List

Provider Authorization List:
Filter By : Chient Name - [ ] And ’ - v
Go
Authorization Line| g, grix Client | Provider SoMco} Service Modifier Rm‘ Unit | Billing Client Last !Mnmx Error Mf::;ml
v o I (B 10 | Code | Description Yo u'*"| Description) >t Date| End Date |, |UNS y el Type |Responsibility| Updated | Status |Status MaN99°7 | ppope
AV : AY AY AY .v‘ AY AY AY AV AY AY AN AV‘ ‘":. Number
| AY |

!
‘ [ ‘ [ | [
_ _: ] Group home Month| | No
‘ . " - SATRZ ‘serv:as \ 07/01/2014 |07/31/2014 (401 |1 | Day “Kw:w $0.00 lomzz:nuéwmfmor - -[

| 1 1 1 !

Provider Authorization List f8 Click on 710 Clear
hE‘.: M m =

i s Lo
: A

uthorization #
\77 Click on

Billing Type
Business Status

Client ID
Client Name
Client Responsibility
Ermor Status
Last Updated

Line # Authonzabon # \ 9 Select

Modifier Billing Type
Processing Status Biiiness Slatis
Prowder ID

Senice Code Cliant |0

Star/End Date
Suffix #
Unit Type
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List

Page Search

To return the Provider Portal:

12. Click on Close

or

13. Click on Provider Portal in Path

Welcome

Provider Social Services Profile.

Path: Provide

ortal/ Authorization List Page

13 Click on

You have logged in with EXT

12 Click on

Provider Authorization List: )
anb,: - And - And -
Go
Authorizati “'"[s i ‘ Cli Provid Servic “ Servi Modifie R Unit | Billi Cliet L Busi E 1 Case HE“. |
orization| uifix ent rovider el ervice r ate n ng U ast ﬂ.ll‘ mor nlﬂ.l
|
. V7w | Clent®® | Name | D | Code | Description [MOUN®'| Description| St Hote| End Date | "y | Unislypo| Type |Responsibility Updated | Siatus Stats Manager | phone |
AV v AY ‘ ! W A AY AY AY ¥ ‘A' AY AY AY AY Numb.f
| } | i
| | 1 1 | |
| Group home ; . Monthly | No |
‘ I s |1 [ ] ;“snn stz 07/02/2014| 10052014 (401 |1 |Day [poc | $0.00 ‘ommou Wom;[nor !
—— | e 4 wonow | 1000 |
2 1 3 $5136 | companioncare 071042004 | 072220041 |1 |Day | g Crl X 0612212014 | Approved | Error
per diem
t 1 T 1 1 1 | 1
| Personal care 2 ; 14 | Monthly 0.00 - |
‘ _ 1 '| -: T1019 sor per 15 min 05/04/2014| 0904201411 |2 Hour | Recurring # | 04/01/2014 | Approved | Error
| | Micaid care
| Personal care . ——— Monthly $0.00 J
. | -‘ 020 | e diom |V l::'nme 07/01/2014| 0713112014{100 |1 | Day | CUrt :owmou Approved | Error |
|
- + + v . + + T
——— r— [om— : | R A P ™ | m
‘ 2 |1 ' TIO19 | o per 15 min 02101/2014 | 123112014 | 11 Hour | Recurring| ¢ | o701 Approved | o ‘
i 1 !
| Respite care a 14 | Monthly No
‘ } _ 8 ! -‘ T1005 service 15 min 07/0412014] 070412014 | 4.96 | 10 Hour | Recurring $0.00 082212014 | Approved Error - _
| | Respite care 4 ’ 1/4 | Monthly y | No
‘ I [t -J Tigns) |EaSec. 07032014 | 07032014 (496 |10 L8 [EOVN | 50.00 |062212014 | Approved ¢ - I
4 4 4 $ | — 1 !
[
| Respite care o : 1/4 | Monthly ; No
[ JCEE I | TINS | ks 071012014| 07022014496 |10 |0 (o T | s0.00 0612212014 | Approved| e - ]
“ 4 »

View Authorization List (Feb 9, 2015)



%ﬁ View Error Pravider@ne

This section covers how to determine when an “Error” will prevent a provider from providing and being paid for a
service during a specific time period.

I Provider Authorization List Page

1. From the PrOVider Welcome . Ju have logged in with EXT =
. . . Provider Social Services Profile, L) ~Selec- s
Authorization List Page Path: Provider Portalf Authorization List Page
2. Authorization is in “Error”
Provider Autharization List
Fitter By : - e And
Information you can check =
. . e | 'y S| comm | Chent | Preder | e et |Modiarl MONSC | start Dase| End Dase (02 yni ok | BTG Last [y | M
1. Check the expiration date of a1 0 I Rl I o el I I I O i i : CakE i
H | | i I .I'Ill|lho|n| | | | [ [ Muosthly "u [ ] B !
your .COntaCtS In Manage - 1 1 _ - SATIZ :;rl::__'. 0P 10057014 [401 |1 Dy Recurring Smm T2 | Appe el = _
Provider data, Step 8 e N - I — A T —
Contract Informat|0n - - TH0%8 ::;:'1;::‘ Deare| seoamnaf11 |2 :i:url:::&u hanyaaes | appn | ]
. . 1 | | —— [—— | | 'mlm No [ I |
2_ Check the explratlon date -I:l 1 .- TH0 [ " o 1 iz Iu-'-c-l :lnu.=r:-1mu 0 |1 ,M qummu Error ™ ||
you ||CenseS I ¢ ([ THE ::';::;:::‘ oz 2ovdfn 1 (M ::::-u “
—Is .| - 7nma I;M":";;ﬁ':" . ln-'u:lnu..:runnu nn.m .:*':l'lr“::"":'u Ervor -
_ | - _ THS 5?«”.: ;'f':" OPRARE| S04 | 486 | 19 rut"l:::‘r".'w ]
] Iﬁ .1 - _ THOS f’:;fl: kS . -0”4 Jnu.cruzmu 496 |10 .LZII::I:‘LF -
— - ' - ' - =S Error i
2 =] L1101
’Y thi h to vi ) Note wo
Ou can use tnis searcn 1o view . . “ ”
our active authorizations for a It an authorization shows “Error’, _—
youra . you must check to see when the Mo
specific month (ie. The month you s :
- error is in effect prior to Ervor
are billing for). - :
billing for the service. Mo
~ o’ Error
No
Error
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%i%l”ﬁ?éx View Error

To identify when an error is in effect for a specific month. Conduct a search for that month.

Provider Authorization List Page

3. Click on[~ ]Filter By drop
‘Welcol You h Iogged in with EXT
down Pr:nvldr::hclaISenrlces F'rl::n'llzu S Links: | 2
Path: Provider Portalf Authorization List Page
4. Select Start/End Date
5. Enter Start Date (first day Provider Ashorizaion Lk
. Tines By : - And #ind
in month) &
ponemon 150 oo | G| P2 2 ot | e ot 1 ) S | D L A e R
6_ Enter End Date (Iast day in - 3 |1 _ - RATIZ -"":"'L':‘:"" n.'w-mu.-'mnﬂmu |n1-1 -u-r ::I'.:':"-n DT | Apprceed ?:m - _
month) _ - [ _ FT e E::i:::m e oFmai| BnaEmta |1 1 Day ::Il:l'r':w o OEFI0% | Approeed | [ e -
I - [ Tione :f‘w":;;:‘ vsmazens| senentaf1n |2 (B ::I:'I‘r".'m ] DAL | Approwed | Ermar
' . THIZO ::j‘.;'u_m aie | pronzons| erovzona|wa |1 | ey :::I":w ] OO | Approved | Ermar
I . I| — I TG 2}’::;:: qu{w-znuluﬂmu "o :';" ::::‘_'wln QLT R0e | Appeoved I““ “
- -—i% OTRAR0YE| STO4T14| 480 | 10 &N“T; " W20 | Approved P"
Provider Authorization List f 3 Click on Vs 6 Enter
e By :  Start/End Date 07001/2014 07/31/2014 dind .
i
Authorization # 1
Billing Type
Business Status
Client ID S Enter Note
Client Name
Client Responsibility The date range must be:
Eror Status
tast Updated « One month only
ne &
Modifier . Start date must be 1st day of month
Processing Status . -
ool ‘;en-cEe LuDae 4 Select . End date must be last day of month
emcl_e e lartEnd Lala e elec
i Dne Sx 8 . Dates are entered as: dd/mm/yyyy
uthx #
Unit Type IS.T
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View Error

Search results appear

For the search month, the authorizations show “No
Error’ so the provider can perform the authorized
services and be paid by ProviderOne.

7 Search Results

Provider Authorization List: [ mor 7
Fiher By : Start/End Date = (07/01/2014 07/31/2014 And - Status | ana -
Go A Y
Case
Line . . . Case
Authorization Sulffix ] Client | Provider |Service Service Modifier Rate Unit | Billingy. Last Businesfl Error Manager
[ ] ’ # Clmn‘l 10 Name 1] Code | Description HodI:iw Description Start [')nu End L‘:nlu a“v U"i:' Type| Type Iy| Updated = Status | Statug ":‘""“"' Phone
AV ol 4 av av av iy = Av . - 4%av|l av] NO av av Jav —
| 1 'Gmup home | Monthby E fror No
B | L] - sne | 070172014 [07mira0i4 400 |1 oy S 0672212014 | Approved]
Aduit
B © - 55136 compestsacers o7p01/2014 |o73a02004 |1 |1 | Day :;‘f:":"‘l’n 'E‘:)lo( 08222014 | Approved] Exvor
Micald care
N [ A Ti020 |Personsicare |, v 1 state | 07/01/2014 |07/31/2014 | 100 |1 pay |Monthly No 062212014 EG
ser par diem deaf Recurring E"of mor
!-? 1 _ ’- 1018 '::::2':6:; ;:; 07/01/2014 |07731/2014 |11 |1 :!:ur z‘:c'"::::" Approved ::,lor
. | I - THg |SURRRLE 07012014 073172004 |496 (10 A4 mf'"":':’m 062212014 | Approved] 1
“’ - L 1 - - 11005 ::nil:': ::;':m O7/01/2014 | 073172014 | 4.96 | 10 :II:ur Rwe:l;::n No 081222014 | Approved ??mr li —
II"T" : : : : : Error ' A
No
o . . Error
If the authorization line has a Error Status stating Enet
“Error”, contact your case manager to find out why Status No
the authorization is in error. Services for dates with o Error
“No Error” can be be claimed regardless of whether
other dates on the authorization have “Error” status. |, .. :“’
mor
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ﬁﬁ'”ﬁ?g View Authorization History Provider&ne

When you receive an alert message that says your authorization has been changed, this section shows you
how to find out what has changed. 7 Portal Page

1. From the Portal Page

i, You have logged in with EXT ;
Provider Social Services Profile. Links:

Path: Provider Portal

ProviderOne ID: _

-Select- |

2. Alert message appears informing you

that an authorization has been Provider Portak
Online Services Weleame! Hidie/Max
cha nged The Department of Social and Health Services (DSHS) is an
Payments Hide/Max  agency that helps people. We do this in partnerships with
View Payment families, community groups, religious organizations, private
providers, other government agencies, and the many thousands
Provider Hide/Max  of generous foster parents, neighbors, and citizens who make
Provider Inquiry Washington a special place by taking care of each other.
Manage Provider Information
Admin Hide/Max  The mission of DSHS is to improve the quality of life for
Change Password

L= individuals and families in need.
Maintain Users

Social Service Authorizations and Billing Hide/Max
Saocial Service Claim Inquiry

Social Service Claim Adjustment fVoid My Reminders
Sacial Service Billing Screen
Social Service Batch Upload
Social Service Batch File Status

2 \ Social Service Resubmit Denied/Void

Filter By:

Social Service Retrieve Saved Claims
Social Service Manage Template

Alert Message Alert Date
AT Fatl
An Authorization = creatediupdated in ProviderOne 10M19/2014

The alert date is one day after
the actual change date of the
authorization.
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%Jﬁ'”’ﬁ?éx View Authorization History Provider&ne

This section cover how to search and view an authorization’s history and to identify how an authorization has

h d.
change Provider Portal

e

Welcome _ .., ... ... Youhave logged in with EXT
Provider Social Services Profile,

Path: Provider Portal

providerone o: [N rame: [N

i —Select— b d

3. Click on Social Service View
Authorization List

Online Services Welcome! Hide/Max
The Department of Social and Health Services (DSHS) is an

Payments Hide/Max | agency that helps people. We do this in partnerships with

View Payment families, community groups, religious organizations, private
providers, other government agencies, and the many thousands

Provider Hide/Max  of generous foster parents, neighbors, and citizens who make

Provider Inquiry Washington a special place by taking care of each other,

Manage Provider Information

Admin Hide/Max  The mission of DSHS is to improve the quality of life far

Change Password individuals and families in need.

Maintain Users.

Sacial Service Autharizations and Billing Hide/Max | Manage Alerts

Social Service Claim Inquiry

Social Service Claim Adjustment,Void My Reminders
Social Service Billing Screen Filter By: -
Social Service Batch Upload Read Status: _r-

Social Service Batch File Status | - | Aler Ty pe Alert Message | Alert Date Due Date Read
iv ar v av

Social Service Resubmit Denied /Void i

Social Service Retrieve Saved Claims No Records Found!
Social Service Manage Template

Social Service Create Claims from Saved Templates

Social Service Manage Batc|jpaSubsissd

Social Service View Authorig

Social Service Authorizations and Billing Hide/Max

Social Service Claim Inquiry

Social Service Claim Adjustment/Void
Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status

Social Service Resubmit Denied/Void
Social Service Retrieve Saved Claims
Social Service Manage Template

Social Service Create Claims from Saved Templates
Social Service Manage Batch Submission
3 Click on Social Service View Authorization List
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ﬁﬁ'”ﬁ?g View Authorization History Provider&ne

Provider Authorization List Page

4. Provider Authorization List Page Ko
appears e o S Select- =
|?| ﬁ Path: Provider Portal/ Authorization List Page
5. Click on 3 Filter By drop down menu

6. Select Authorization # o ——

inew By : Minat = and -
Hustiucai ration L';" Suffs| L | Clent | Provider |Secvce]  Service (L Start Date| End Diate |18 gl Uit | Billing Cllant Lawi  |Business| Ermor Cive uf;."w
. . # f ] M e Nama 0 Code | Description |5 i R il '", Type| Type |Responsibiiity| Updated | Sistus | Simme| MSMSRST | "oy
v v v - ¥ v v v v v v v v Heumibe
7. Enter Authorization # from Alert ot O il A b B r | o i s o e e el
M | iz wrartore| sonsamralan |1 |owy |0 g oezaaona aoovea 10 [ v
g I 0 ' I N T onpanoacies, ofRAnEIe RTRET (1 (1 ey ::;wa o BETI0N | Agpioved | [[Frar - [
_— pursima cars . U —— W
| -N ;;;;;; | I | I stk 1 I | | I 1 |
— li-— R T e —— = 1L

5 Click on 7 Enter

Provider Authorization List ‘

iher By :| Authorization # ~ TN And = And -

G

Authorization #
Billing Type
Business Status \
Client ID

Client Name

Client Responsibility
Error Status
Last Updated

Line #

Modifi = <
Prooclez’smg Statusft uthonz ation # 6 SeIeCt
Provider ID Halling Type

| Senice Code Busziness Status
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ﬁﬁ'“‘;ﬁ? View Authorization History Pravider&ne

8. Click on ¥|drop down menu Provider Authorization List

9. Select Processing Status provider Sc rotle, o [ 5

|?| ﬁ Path: Provider Portal/ Authorization List Page

10. Enter “%” (wildcard sign)

11. Click on Go ey - - . e

| | Casa
Line Cose
gt patinn Sl Cliant | Provider |Serdcs|  Serrice Modifiar, Hats: Unit | Billing Climnt Lawt | Business Esror Managar
[ -8 I "":",:"L Hama W | Code | Description | M50 Dusc — ""f e aw N Type| Type | Responsibiii| Updsted | Siatus | St ""“"'I " | Phone
v v av av |avw av . av| av ar . av |av o Humber
[
. |Geoupneme | | ||| s o o
[ IEEE I - 54722 | gervices ormazon) wwosaordlan |1 foe (g o OBTIRN | Apied| po - I
i Musthly
T SN ) - R 5 .;::::mu. [Tt EF e T SRR 0 | Rucurring | OEFIT014 | Approved | Trror i [ §
Parscamcare i 14 | os . - _
1 THIA il
[ ] 1 [ ] - | Rl el osauzoid| saoazntal 11 (2 | Ll I p R o D4T1034 | Approwed | Exror
Mz Cae
I LU e’ off (] Aol L L Ll U ::("‘]'I‘,':w 0 OET20NE | Appiveed | Exrr - |
s

& Click on 7

O Enter
Provider Authorization List

ilter By : IAuthorization # = _ And Processing Status v % / And -

G

Authorization #
I' } Billing Type
Business Status

77 C le an Client 1D
Client Name
Client Responsibility
Error Status
Last Updated
Line #
Modifier

Provder i Wild Card
Senice Code . . .
The “%” sign is a wildcard.

e T When used in a search the

Modifier i i
9 Select ~ o results will show all possible

—— results for the filter.
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View Authorization History

12. The filtered list appears
showing the Business
Status as: Approved,
Canceled, or In Review.

13. The list shows the
Business Status as:
Approved, Canceled, or
In Review.

14. The list shows the
Processing Status as:
Active or Inactive.

72 Filtered Authorization List

Close

Provider Authorization List
Filter By : Authorization ¢~ R
Authorzation L‘;" [ o | Coent | Provider |servics
. . “‘"" Name 0 Code
'\ : AT 4 AY AY AY
- . Fw
- ] _*F"’
Viewng Page 1 [

And Processing Status *

Av aAv

O&01/3014 | 04155014 | 1500 1 |1 |Monthly
Hour Mecwr

06/ 1672014

%

Start Date | End Date | Rate | Units

Q630014 | 1600 | 1

OTNFNIA | 1T

O&TI/Z014 | 0G4S0 | 1500 1

Unit | Biling

Yav
i bt P R

14 |Monthly

1% 1

1
Mour Recwrr

Chent

Type| Type |Responsibiity| Updated

AY

And
| Case
Last Ervee | C3 | Manager
Seatus [ Status | .'.“““:' Phone
av av Jav v | Number
oo T
ar

Status
Authorization must be:
. Business Status: Approved
. Processing Status: Active
To provide service and be paid.

Wppir o e ol

Approyed

Conceled

Carcehad

LRl o

Tra T

G e 1]
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View Authorization History

15. The Suffix# “2” shows
that this authorization
has been split into time
periods

16. The rate for this
authorization was
changed for the period
06/15/2014 and
06/30/2014

Filtered Authorization List

Close

Provider Authorization List

Filver By : Authorization 2~ R

And Processing Status * %

And

Case

Note:

Service »
Chent | Provider | Service o Unit | Billng Chemt Last Buseess Esror Manager P
Name [ 10 | Code | Code iModitering,crptionliant S | EndCute | Rag Unitaly Type [Responwibiity| Updated | Saatus |Statusaea0| Phone | St
AT AY L av AY aAY AY AT AY AY AT AvY Iluwo:f AX
-
sorted
@ry o ag b&oianta | of1sonia | 1sll 1 ! Monthly | o, 041472014 | Approves | "% | e
Necwrring [ -r ’
- 14 - h ) -
L4 F’)‘"" g px o&16z01| o&soznd | 6l | 1 ¢ Rec /1Y [Appsaven] Erey - W .
o
St Month = ™ 1 .
N Fv\n :’;‘»‘3-_" D114 | 323120150 | 1 ¢ |Reswrring| 3999 08414 | Conceled || -« . e
| | [ Supoonted l I | l | e ]
PA"' g, pe &0 | O&/152014 | 1530 e | ¢ 0&/30a014| Conceed | Eimer - | rocve
=
Ve
| : : Lime :
CBAuthorization P Suffisc
& & Start Date| End Date | Rate
Ty - F A AY AY
w
{ |
| _ 2 1 05/01/2014 | 061572014 | 1500
’ > 75
I . | -4
| 06/16/2014 | D6/30/2014 | 1600 =

« If the change effects the entire time period of the authorization it will not “split”. The
old service line will become “inactive” and a new service line will become “active”.

« When billing, the provider only needs to list the “Authorization #” in the claim.
ProviderOne will select which “Suffix #” and “Rate” to use based on the Date of
Service. IE: All bills dated 06/16 to 06/30 will be have a “Rate” of $1,600.
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%ﬁ'ﬁ View Client Responsibility Provider@ne

This section covers viewing client responsibility.

1. From the Provider Authorization List Page

Responsibility

Client .
2 Click on th i bilit Responsibiliny The amount shown in the
- Llick on the montnly responsibility AW Client Responsibility field is
amount to view a breakdown of respon- the responsibility for the
sibility for the authorization. current or search month.
$0.00
2 Click on 410000
1 Provide Authorization List Page
Provider Authorization List: ﬂ.-:] ALy -
Fier By : Start/End Date  ~ 07/01/2014 And Start/End Dat And ~
Go
$0.00
Authorization U:' Suffix Client 1D Client | Provider |Service Service Modifi Modifier Unit | Billing Client Last Business| Error “Caw
¥ [ -~ Name 1D Code | Description *" Description| Type |Responsibitity] Updated | Status |Staws "o 9%
AV & lavw oY AY AY AY AY oY AY 3 AY %Y AY AY AY Name
v AY
. v | - - - Sa7an | S 4 #0.00 1 Monthly I ) oo 0612212014 | Approved ;‘:’lm -
Adult
- 2 1 - - $5136 | companioncare [ 1 $0.00 06/22/2014 | Approved '[‘:),0, -
per diem i.:] 00
Personal ) [1a | e . N |
‘ ‘ I - - T1019 w:;‘;‘:‘:;:{:‘ d 2 | $0.00 04/01/2014 | Approved| g, o -
I : - T1020 |Personalcare |, ‘E-(:Z(a::. { $0.00 1 |pay |Morth | s0.00 0612212014 | Approved| "°
ser per diem de" ’ % | Recurring] PPIoved| e rror
. Personal care 1/4 | Monthly N 1Y i No
- 2 1 - - T1019 ser per 15 min { ‘*.[ ' Hour Recumnal .00 01/07/2014 | Approved Error -
$0.00
< | Respite car 1/4 | Monthly & oy No
- s 1 - 71008 'NHVK‘“‘SI:MI { " Hour | Recurring $0.00 $222014| Approved Error
s 0 |+ | L7 L vl 07012014 073172014 {496 (10 |14 :l'f("l','.'fm, $0.00 0672212014 | Approved| 10
. | - - 11005 ':ﬁ,‘;";‘: :::',:m 07/01/2014 |07/31/2014 |4.96 | 10 :";m :;':::':nq $0.00 0612212014 | Approved :‘:’w,
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?ﬁ;%w View Client Responsibility Provider@ne

From the Authorization Line Client Responsibility

Year and Month

3
4
5. Third Party Resource
6. Room & Board

7

Participation

8. Total Client Responsibility

3 Authorization Line Client Responsibility

2 http/f10.4.3 61:9083/rBith CNSIControlServiet - Windows Intermet Explorer

|| Autherization Line Client Responsibility
YriMo Last Update Date Third Party Resource Room & Board Participation Total Client Responsibility
AV AT AT AT AT v
4 = || 2014106 06 2- 2014 220822 $0.00 <= 5 $0.004= 6 $100.00 €= 7 $100.00 €= 8
2014007 06 Z2- 204 220822 $0.00 $0.00 £100.00 $100.00
201408 05 Z2- 20014 220872 $0.00 $0.00 $100.00 $100.00
20144059 08 F2- 304 2208 $0.00 $0.00 $100.00 $100.00
201410 08~ Z2-2014 220872 $0.00 $0.00 $100.00 1$100.00
; |m|ng Fagel [l=v ||1 C i ] i SaveTodlls

i

Cancel

H1m% -
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ﬁ?ﬁ'ﬁg “Other Than Daily” Unit Types Prwider@ne

All claims are based on date of service (the day the service was provided).

Unit Types: 1/4 hour, 1/2 hour, hour, each, per visit, mile, daily, monthly

1. Each service line is a single day. (See date range for daily & monthly unit types)

2. The number of Units provided on each day of service can be more than 1 (except daily)

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

* Service Date From: [ 01 | -20 | 2014 * Service Date To: | 01 | 20 |2U14

* Service Code: I T1019 Modifiers: 1: ﬁ?z | 3 | & | * Units: m

\ January

Mon Tue Wed Thu Fri Sat

Update Service Line Item

Click a Line No. below to view/update thayLi Information. Total Chgrges Submitting: $70.00
Line Service Dates Modifiers
Units
No  From To 1 2 3 k)
A 01/20/2014  01/20/2014 I 4 Delete k
7 2 01/21/2014 01/21/2014 T1019 B Delete
3 01/22/2014 01/22/2014 & T1019 4 Delete
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ﬁﬁ'm Daily Unit Types

Provider@ne

1. Date range from and to dates must be consecutive (in a row, with no
breaks), within the same calendar month, and daily or monthly units.

2. The number of Units must equals the number of days in the range for
daily unit types, or 1 unit for the month within the range for monthly

3. When you Add Service Line, the date range will be a single service line.
A note will appear on you billing page telling you that the date range will
be broken down into individual daily service line when the claim is pro-

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

* Service Date From: 01 | 20 |2014 * Service Date To: | 01 | 24 |zo14
* Service Code: [ 71020 Modifiers: 1: [UT_ 2: | 3 | a: | *Unif | I 5 I
January
S Mon Tue Wed Thu Fri Sat 2

Important

A date range, or span, can only
be used when:

e Unit Type = daily or monthly

e Days were worked
consecutively (in a row with no
breaks)

e The date range is within the
same calendar month.

e # of units match the # of days
(daily units) or months
(monthly units) within the
range

You can not claim a daily unit type
on the same day of service.

Add Service Line Item | Update Service Line Item

Click a Line No. below to view/upflate that Line Item Information,

Total Cparges Submitting: $333.90

Line  Service Dates Modifiers
Service Code Units
No  From To 1 2 3
1 f|01f20!2l2'14 01/24/2014 T1020 U1 |5 I Delete
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